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INTRODUCTION AND SCOPE

The County Auditor’s Office reviews the operations and related internal controls of the

various programs stated in the Howard County Code.  Accordingly, we have completed a review of

the Mobile Home Parks Rental Tax collection procedures under code section 16.510 at the

Department of Finance, Division of  Miscellaneous Billing.  This review also included the licensing

procedures under code section 16.503 at the Department of Inspections, Licenses and Permits,

Division of Licenses and Permits.

In accordance with Section 16.503 of the Howard County Code, each licensee shall annually,

within thirty (30) days prior to May 1, apply in writing for a renewal of the license.  Upon payment

of the annual license fee ($50 for each ten (10) sites or fraction thereof within each Mobile Home

Park) and after such inspections as the licensing authority may require, the license shall be renewed

for another year if the licensee is not in violation of any of the provisions of this subtitle or any

zoning, health, or building laws or regulations.  The approved budget amount for the Mobile Home

Permits revenue was $9,500 for Fiscal Year 2001.

Pursuant to the provisions of Subtitle 16.510 of the Howard County Code, the amount of the

 annual Mobile Home Tax shall be calculated as follows:

• 10% of the first $3,600 annual rent charged; and 
• 5% of the amount of annual rent charged over $3,600 

Each Mobile Home Park licensee shall collect this tax in monthly installments and pay the

sums collected to the Director of Finance of Howard County by the 10th day of each month.  The

approved budget amount for the Mobile Home Tax was $600,000 for Fiscal Year 2001.

The scope of our examination was principally concerned with tax revenues that are collected

and paid to the Division of Miscellaneous Billing in the Department of Finance by the park licensees.

Our review included tests of the Mobile Home Tax Monthly Summary Reports.  We also looked at

the licensing policies and procedures in place to carry out these tasks. 

We have concluded that, overall, adequate controls are in place and operating as intended

under the Code.  However, we noted several areas in which changes would result in overall improved

operations and have made recommendations to the Department of Finance and the Department of

Inspections, Licenses and Permits for their areas accordingly.
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ANNUAL LICENSING PROCESS

We performed a review of the Mobile Home Parks licensing process.  The review involved

examining the annual licensing process of 11 parks.  Licensing fees in the total amount of $9,700

were collected from the parks for the license year ending May 1, 2002.  

The Department of Inspections, Licenses and Permits, Division of Licenses and Permits,

initiates the process by issuing a bill in the form of a letter to each park in the month of February.

This letter includes the number of mobile home park units and the amount due.  A written request

for  the license renewal  with the necessary fee payment from the owner is required on or before

April 1.   Between February 1, and April 1, payments are received from the parks and processed by

recording information on Licenses and Permits Mobile Home Park records and completing a cash

receipt which is submitted to the cashier’s office.

A memo is sent to the Inspection and Enforcement Division, Environmental Health, Planning

and Zoning and the Fire Administrator in February requesting inspection of the Mobile Home Parks.

The results of the above inspections are returned to the Department of Inspections, Licenses and

Permits.

The license for each park is typed in March.  The original copy is sent to the Health

Department for signature approval in April.  Upon Health Department approval, the license is then

returned to the Department of Inspections, Licenses and Permits for the Director’s  approval.  

We reviewed the annual licensing process and found that it runs smoothly.  But the

procedures do not include a mechanism to determine if  late  rental tax payments were made by a

park in the previous year.  Frequent late rental tax payment by a park is grounds for the revocation

of the license per code subsection 16.510(j)(1).  

We reviewed the Fiscal Year 2001 payment records for six parks and found that two parks

were frequently and continuously late.  One was late for its July 2000, August 2000, September 2000

and January 2001 payments and the other was late for its November 2000, December 2000, January

2001 and February 2001 payments.

The Department of Inspections. Licenses and Permits and the Department of Finance should

establish a procedure to keep the parks in compliance with County Code. In order to minimize late

payments and the possible revocation of a parks’s license, when a request is made by a park to add

new sites, the Division of  Miscellaneous Billing could verify on the approval form the park’s
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payment history for the previous year. Before an approval is issued to the park, any outstanding

payments must be made.  Since the parks apply for additional spaces on an on going basis, adding

this procedure would encourage the parks to keep their tax payments current so that the new sites

would be approved without a delay.  Therefore, we recommend that:

1. The Division of Licenses and Permits provide a column for payment verification
from the Division of Miscellaneous Billing to the  approval form for additional
sites.  The payment history should indicate whether payments are paid on a timely
basis and are current.

Administration’s Response: 

The Administration concurs with this recommendation. The Department of
Inspections, Licenses and Permits will add an approval column for the Department
of Finance to sign off on prior to the issuance of new mobile home park licenses or
renewals.  If payment history information is available at the time of renewal, this
information will be attached to ensure that the park owner understands their financial
obligations with the County.

The Division of Licenses and Permits has written mobile home park license processing

procedures.  They need to update the existing procedures in light of the recommendation made

above.  We therefore recommend that:

2. The existing procedures include the park’s payment history for the previous
calendar year at the time of license renewal.

Administrations Response:

The Administration concurs and the existing procedures will include the park’s
payment history for the previous calendar year at the time of license renewal.

MOBILE HOME SITE RENTAL TAX COLLECTION PROCESS

The Mobile Home Site Rental Tax under section 16.510 is based on the amount of annual

rent charged for rental of the site.  The tax is calculated as follows:

• 10% of the first $3,600 of annual rent charged and 
• 5% of the amount of annual rent charged over $3,600  
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The tax collection is done each month by the park licensee.  The mobile home park licensee

collects the monthly tax from the renter of the site and remits the payment to the Director of Finance

of Howard County on or before the 10th of the following month.  To help the mobile home parks

remit the payment, the Division of Miscellaneous Billing in the Department of Finance has prepared

a form called “Mobile Home Tax Monthly Summary Report.”  This report has columns to report the

monthly tax collection for each rental class.  Rental class means a group of mobile home sites in

which an identical rent is charged for each site.  This form is enclosed with the monthly payment

duly signed by the licensee.  There is a penalty for late remittance of the tax as follows:

• 0.5% of the total amount owed if remitted after the 10th of the month; 
• 1% of the total amount owed if remitted after the month when due, but before the end

of the following month. 
• 10% of the total amount of the tax owed if still unpaid after the end of the second

month when due, plus 1% interest per month on the unpaid taxes.

In addition to the above enforcement remedies provided, the following measures are available

for use by law:

• Revocation of license: A licensee’s nonpayment of the mobile home site rental tax
or frequent late remittance of the tax may constitute grounds for revocation of the 
license for a mobile home park.

• Civil Penalties: The Director of Finance may enforce the civil penalties pursuant to
title  24, “Civil Penalties,” of the Howard County Code.

The Director of Finance also may enforce the provisions of subsections (e), (g) and (h) of

section 16.510.  Subsection (e) pertains to the rent receipts by renters to the mobile home park

licensee. Subsection (g) pertains to the information to be provided when mobile home site rental tax

is remitted.  Subsection (h) pertains to the audit requirement to maintain records.  The County may

audit the records of licensees to determine that the mobile home site rental tax has been correctly

calculated and reported to the Director of Finance.  The licensee shall maintain the records of rent,

charges and fees collected monthly for two years and shall make these records available to the

County upon request.

We were informed by the staff at the Division of  Miscellaneous Billing of the Department

of Finance that they do check and verify the tax remittance from the monthly summary sent by each

park licensee.  While reviewing the monthly summary reports submitted by the parks, we noticed
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that some of the parks did not complete all the columns as required.   Some of the columns left blank

were for rent class, approved and occupied spaces, taxes collected for each class, rent collected for

prior month, etc. The issue of incomplete summary reports should be addressed and brought to the

attention of the parks by the Division of  Miscellaneous Billing so that tax calculation and collection

data can be compiled as specified in the code and to allow for verification of amounts collected and

compared to occupied spaces .  We recommend that:

3. The Division of  Miscellaneous Billing notify the mobile park of any deficiency or
incomplete columns noted on the monthly summary report and request a properly
completed report in addition to the information currently being provided.

Administration’s Response:

The administration concurs with this recommendation. The Division of
Miscellaneous Billing currently reviews the monthly summary reports and informs
the mobile park owner of any incomplete reports.  The Division of Miscellaneous
Billing sends letters (Attachment 1) to the owner detailing any deficiency and the
necessary correction required.  In addition, the management of Deep Run park was
contacted and informed that they needed to complete the monthly summary report as
well as the detail report they were providing.  Their monthly reports will be
monitored to ensure they are completed properly.   

The Division of Miscellaneous Billings did design a monthly summary report form for

verification of rental tax calculation and collection as specified in the County Code.  Over the years,

the Division has continuously improved this report to simplify the process for the licensee and the

County.  During our review, we noted suggestions on the improvement of the monthly summary

report and the Division  agreed to incorporate these changes when the form is next printed.  We also

noted that  their procedures are not in writing except for some guidance for the licensee on the back

of the form.  We recommend that:

4.  The staff at the Division of Miscellaneous Billing compile  in writing all the
current procedures they perform for verification of the tax calculation, collection
and yearly receipts.
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Administration’s Response:

The Administration concurs with this recommendation. The Division of
Miscellaneous Billing, Department of Finance prepared a written procedure R0011
in February 2002 ( Attachment II) for verification and collection of Mobile Home tax
and refuse collection fee.  The procedure is very detailed and easy to understand. 

Under subsection 16.510(e)(1), on January 31 of each year, the licensee shall give the renter

of the mobile home site a separate receipt for the total mobile home site rental tax paid by the renter

during the previous calendar year.  We visited three mobile home park offices and found that they

maintain their records to calculate the rental tax submitted to the County, but they do not issue the

annual tax receipt to the tenants.  Most of the tenants are on a fixed income and do not need the

receipts for the income tax purposes.  One park informed us that they only sent the receipt to two

tenants who requested one for the year ended December 31, 2000.  We asked for the copy of the two

receipts issued and were informed that they did not keep a copy of those receipts.

We contacted the IRS about the deductibility of mobile home tax on an individual’s  income

tax return, and we were advised that this tax is not deductible by the renter. We recommend that the

Department of Finance request the Office of Law  review the requirement that mobile home parks

issue annual receipts to determine if  this code subsection serves any purpose. We therefore

recommend that the Department of Finance and the Office of Law:

5. Review the subsection 16.510(e)(1) regarding the issuance of annual receipts to
renters and determine if this section should be removed from the County Code.

Administration’s Response:

The Administration will review the recommendation to change Section 16.510(e)(1)
of the Howard County Code to require the issuance of a receipt only when requested
by the tenant as part of the next general code review and clean-up.
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